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ONGRATULATIONS to Gopher Chapter of Min- 

neapolis, winner of the October Membership Cam- 
paign! The prize of $50 contributes a rich nugget to 
the chapter’s treasury. To win this prize, the far-sighted 
members of Gopher Chapter cast their vote for an im- 
pressive reception to which prospective members were 
invited and for financing which they gladly invested the 
$3 allowed by National Headquarters for each new 
member. The result was that the chapter more than 


doubled its membership. 





ITH all due respect for your husband Cif you have 

one), National Headquarters is more interested in 
your given name than in his. Our national roster is 
more uniform when the given name of every member 
appears thereon. Unfortunately, when some members 
were enrolled their given names did not appear on the 
applications for membership. Therefore, if National 
Headquarters has been addressing you in the name of 
your husband, please help us to achieve uniformity of 
the national roster by reporting to us immediately your 
given name. 




















F you were enrolled for membership before December 
1, 1943, you are now eligible for membership in the 


ORDER OF THE QUILL. If you became a member 
after that date, you will become eligible as soon as you 
have been a member for one year. To attach to your 
emblem the chain-and-quill symbolic of this honor, it 
is required: (1) that your annual dues be paid up to 
date; (2) that you help your Association to grow by 
enrolling one new member; (3) that you pass a letter 
writing test which will be supplied on fulfillment of the 
first two requirements. No additional dues are involved, 
nor is there a charge for the chain-and-quill. 


TTENTION, new members! If you have not yet 
received a report giving your PERSONALYSIS 


rating, but have distributed five questionnaires among 
your friends or associates, please ascertain whether all 
five have been mailed. Questionnaires will be held thirty 
days, pending receipt of five of them. In lieu of five, 
at the expiration of thirty days, a report will be rendered 
on a minimum of three. Less than three will be de- 
stroyed. Of course, the questionnaire you yourself answer 
(the yellow one) must be included before any report 
can be rendered, 


























Hn ought the N. S. A. emblem to be worn? The 
correct place is on the left side over the heart. The 
crest is supposed to be in a position slightly higher than 
the guard. Enough space ought to be left between the 
crest and guard to permit the chain to hang gracefully 
when the insigne of the ORDER OF THE QUILL is 
attached. The quill on its chain is suspended below the 
crest, in which position the quill and guard ought to 
be equidistant from the crest, thus achieving an attract- 
ive triangular effect. 














to have included among the vacation resorts offering 
discounts to N. S. A. members? If there is, and if you 
will tell us the name of it, we shall be glad to propose 
such an arrangement to that vacation resort. The re- 
quirements are that it be a hostelry which can be reached 
without exorbitant transportation expense and that its 
usual rates be within the budget of the average secretary. 


[° there in your state a vacation resort you should like 

















Merry Christmas and BRappu New Wear 





Nos. 9 and 10 











WHAT'S THE GOOD WORD? 


Up-to-date, Modern: As adjectives these two 
words are not interchangeable. True, both are 
modifiers of time, but modern is used in a broad 
sense while up-to-date is used in a specific sense. 
Examples: “A thoroughly modern store;” “These 
are up-to-date records.” 

Practicable, Practical: Practicable applies to 
that which is capable of being accomplished Cat 
a given time). Practical means valuable in actual 
practice (all the time). To illustrate: “Your plan 
for a membership campaign m be practical 
Cuseful), but it is not practicable (capable of 
being put into practice) at this time.” 

Provided, Providing: Too often is providing 
misused for the conjunction provided, which in- 
troduces a condition or stipulation. Correct: 
Provided (not providing) the members will co- 
operate, I shall accept the appointment.” 

Healthy, Healthful: Healthy applies to a 
condition of health; healthful means conducive 
to health. Example: “This is a healthful climate 
in which any child can grow to be healthy.” 

Deal: When used to indicate a bargain, a 
transaction, or an agreement, as “I made a deal 
with him,” this is a colloquialism not acceptable 
to good speech. This does not apply to the “New 
Deal,” approved by the majority of American 
voters for sixteen consecutive years, because in 
employing this term President Roosevelt was 
making a figurative comparison with dealing a 
hand of cards to the participants. in the great 
game of life. 

Enclosed herewith: This is obviously a tauto- 
logism, because the second word is a senseless 
repetition of the first. Use one or the other when 
it is necessary, but not both. Equally bad is 
enclosed herein. To illustrate: “We are enclosing 
the sample” conveys the identical meaning, and 
through brevity is much clearer, than the 
tautological “We are enclosing the sample here- 
with.” 

Per: This is a Latin word and consequently 
ought to be used only in combination with other 


BETTER SPEECH 


A long (as in fate)—ay 


E long (as in beet)—ee 


I long (as in. bite)—y 






Latin words. It is not a substitute for each, a, 
and an. Illustrations: “$5000 per annum,” 
“$5000 a year,” “$10 per diem,” $10 a day.” 

Esteemed favor: This bit of correspondence 
jargon is not now in good use. Esteemed ought 
to be avoided even where genuine esteem is 
intended. It is absurd to call every letter a 
favor, and especially absurd to call it an esteemed 
favor. Instead of saying “We thank you for your 
esteemed favor of June’ 10,” say “We are grateful 
for your letter of June 10.” 

Kind of, sort of: Neither of these expressions 
is to be followed by a or an. Instead of saying 
“What sort of a woman is she,” simply say “What 
sort of woman is she.” Both kind *§ and sort of 
are crude and usually meaningless as adverbs, in 
which usage it is better to use rather, somewhat, 
somehow, and similar modifiers. To illustrate: 
Instead of saying “I feel kind of weak,” say “I 
feel rather weak.” 


*HOW DO YOU PRONOUNCE IT? 
abyss: ah-biss’, not a’biss 
adult: a-dult’, not a’dult 
affluence: af’lew-ens, not af-lew’ens 
aged (adj.): ay’jid, not ayjd’ 
aged (part.): ayjd’, not ay’jid 
alias: ay’lih-us, not a-ly’us 
allies: a-lyz’, not al’yz 
aperitif: ah-pay-ree-teef’, not a-per’ih-tif 
apparatus: ap-ah-ray’tus, not ap-ah-ra’tus 
appointee: a-poyn-tee’, not a-poynt’ee 
archipelago: ahr-kih-pel’ah-goe, not ahr-chi- 

pel’ah-goe 

autopsy: aw’top-si, not aw-top’si 


*KEY 


O long (as in note)—oh, oe 
short (as in not)—o 

U long (as in cute)—ew 

(as in rule)—oo 

short (as in mud)—uh 

Y final (as in very)—i 

G soft (as in age)—j 

TH soft (as in father)—th 

N nasal (as in doing)—n 


short (as in fat)—a 
(as in fall)—aw 
broad (as in far)—ah 
ah as in sodah 


short (as in bet)—eh 


short (as in bit)—ih 





BUSINESS ETIQUETTE 


IS IT GOOD MANNERS? 


What is the correct procedure for announcing office visitors with whom your employer is not acquainted? 
When the employer indicates that he wishes to have a visitor shown into his office, you should say: “Mr. 


Employer will see you now, Mr. Visitor.” 


You walk before the visitor and a little to one side, enter the office, and step to one side. 
Inasmuch as the employer has not met the visitor before, you should then say: “Mr. Employer, this is Mr. 


Visitor.” 


Immediately you leave the office, closing the door quietly behind you: 
If necessary to give the employer a message during the interview, you should write the message on a piece 


of paper, apologize briefly for the interruption, and hand the message to him. 
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BANQUET OF THE REGIONAL CONFERENCE 
AT KANSAS CITY, NOVEMBER I1 


Kansas City, Missouri—N. S. A.’s most impressive Re- 
gional Conference held anywhere to date was the Regional 
Conference here in Kansas City November 11 and 12. Dele- 
gates representing fourteen chapters were in attendance. Host 
to the visitors was the Westport Chapter of Kansas City. 

The first event of the 2-day program was a merry cocktail 
party at the Hotel President during the afternoon of Novem- 
ber 11. A banquet, graced by a lavish board, in the Junior 
Ballroom of the Hotel: President, was the main event of that 
evening. 

The following day; Sunday, November 12, a business ses- 
sion was held in the morning, followed by a farewell tea in 
the afternoon. 

Enid, Oklahoma—Oklahoma now has its fifth N. S. A. 
chapter, Sterling Chapter, installed November 27 by Regis- 
trar Jean Chastain. 

Officers of this new chapter are: Genevieve Richardson, 
president; Dortha Burnett, vice-president; Frances Waterman, 
corresponding secretary; Zelma Petty, recording secretary; 
Marvel Clark, treasurer. 

Ventura, California—The chief attraction of Sierra Chap- 
ter’s activities in October was the annual Boss Night Dinner 
on October 10. Forty-five members and their guests (their 
bosses) enjoyed a delicious 3-course dinner. 

Guest speaker for the evening was Mr. William Selby, 
prominent Ventura attorney. Mr. Selby gave his ideas on the 
difference between an average stenographer and an efficient 
secretary. Additional comments were ably made by Lieuten- 
ant A. E. Ryan of the Port Hueneme Naval Base. 

Detroit, Michigan—Detroit chapter’s second anniversary 
was celebrated -with a dinner at the Wardell-Sheraton Hotel 
on October 19. 

With Josephine McGlone as chairman, the chapter is par- 
ticipating intensively in Detroit’s annual doll dressing contest. 
This is a project of the Goodfellows, an association of former 
newsboys of Detroit, who purchase the dolls and ask the city’s 
many clubs to dress them for distribution among Detroit 
children. 

Cheyenne, Wyoming—Wyoming has its first chapter of 
N. S. A. Appropriately christened Great Plains, with a chap- 
ter bulletin prettily named INDIAN PAINTBRUSH, the 
chapter was installed November 26 by Registrar Jean Ward. 

Officers of this new chapter are: Mary Hair, president; 
Wilma Hageman, vice-president; Bernice Bettis, corresponding 
secretary; Marjorie Romsa, recording secretary; Waunita Gei- 
ger, teasurer. 

Lincoln, Nebraska—Cornhusker Chapter’s November din- 
ner and business meeting was held at the Y. W. C. A. on the 
evening of November 13. Mr. Morris Jacobs, director of the 
Lincoln USO, spoke on the services rendered by this great 
organization for servicemen. At the business meeting follow- 
ing the dinner, plans were made for the entertainment of 
thirty soldiers at the chapter’s annual Christmas party. 








Nashville, Tennessee—“A little nonsense now and then is 
relished by the best of men.” In this spirit of fun Nashville 
Chapter held its Halloween party on October 18 at the Andrew 
Jackson Hotel. 

Centerpiece for the table was a luscious pumpkin, with 
fruits spilling over the sides and surrounded by vegetables in 
the colors of fall. Sprays of red berries and autumn leaves 
completed the table decoration, with yellow tapers burning in 
silver candelabra. ‘ 

Entertainment was provided by a local magician. The spirit 
of Halloween was captured in his black magic. 

Pueblo, Colorado—Colorado’s second N. S. A. chapter 
was born October 27 with the installation of Sangre de Christo 
Chapter, installed by Registrar Jean Ward. CEDAR WHIS- 
PERINGS was the pretty name chosen for the chapter's 
monthly bulletin. 

Officers of this new chapter are: Vivian Osborne, presi- 
dent; Gertrude Haynes, vice-president; Florence Fairchild, 
corresponding secretary; Dorothy King, recording secretary; 
Virginia Lea Dyer, treasurer. ; 

Springfield, Missouri—Hawthorn Chapter’s November 
dinner meeting was held in the Missouri Room of the Co 
lonial Hotel. The main feature of the evening was the instal- 
lation of the chapter's officers, all of whom were re-elected at 
the October business meeting: 

The installation services were read by Muriel Bossi, and the 
candle lighting ceremony was impressively done by Elizabeth 
Muehlhausen, assisted by Edna Kennon, with Vivian Black at 
the piano. 

Preceding the installation, Mr. J. A. Jeffries of the Citizens 
Bank gave a very interesting talk on money, its relation to the 
war, and war bonds. 

St. Paul, Minnesota—St. Paul Chapter was host to fifty 
prospective members at a reception held in the Blue and Sil 
ver Room at the Hotel Lowery on November 9. 

Registrar Susette Ruban and members of the chapter formed 
the receiving line. Frances Bach gave a delightful program of 
background music. Readings and songs presented by Donna 
Mae Kissell, reader, and Ruby Struve, vocalist, added to the 
artistic touch. 

Orange, Texas—Lone Star Chapter celebrated its first an- 
niversary with a banquet at the Holland Hotel on October 11. 

Natalie Neal, Jessie Dickerson and Gladys Cohenour pre- 
sided at the punch bowl. The table was centered with a huge 
birthday cake with one candle. 

A very interesting program of entertainment was arranged 
by Marguerite Stulting. The entertainment consisted of vocal 
selections, tap dances, and accordion numbers. 

Vivian Hebert displayed the cuddle toys which members 
had made to send to the children of Britain and France for 
Christmas. 











The highlight of the evening was the guest speaker, Mayor 
Homer E. Stephenson, who spoke briefly concerning .women. 
Mrs. Stephenson, wife of the mayor, also attended. 

Texarkana, U. S. A.—Texarkana Chapter, on the state 
line of Arkansas and Texas, was installed October 30 by Regis- 
trar Frances Nuzum. 

Officers of this chapter are: Martha Pirkey, president; Ruby 
Caver, vice-president; Nell H. Hamilton, corresponding secre- 
tary; ‘Teresa M. Fumagalli, recording secretary; Dorothy Ector, 
treasurer. 

Hollywood, California—Hollywood Chapter now has a 
permanent meeting place at the Hollywood Athletic Club, 
6521 Sunset Boulevard, where two meetings a month are held, 
the first and third Wednesdays. 

The chapter has voted to join the ever increasing number of 
chapters which publish monthly bulletins, the first issue of 
which is scheduled to appear next month. 

Shreveport, Louisiana—Pelican Chapter, although it is 
one of N. S. A.’s newer chapters, has already carved for itself 
an enviable niche in N. S. A.’s hall of fame. This was accom- 
plished by selling $42,000 worth of war bonds at the Louisiana 
State Fair. The chapter hopes to better even this record in the 
Sixth War Loan Campaign. 

Litthke Rock, Arkansas—Douglas MacArthur Chapter, in- 
active during the last several months, sprang back into the 

5. A. fold early in November when it entertained at a 
reception which resulted in the addition of thirty new members. 

Registrar Zada Massenburg installed the following officers 
November 20: Charlotte Miller, president; Lougilla Beal, vice- 
president; Mrs. Cecil H. Stout, corresponding secretary; Alphia 
Mills, recording secretary; Marie Becker, treasurer. 

Sioux Falls, South Dakota—The recently organized Sioux 
Falls chapter has chosen for its name Melior Vita, which in 
Latin means Better Living. 

Regular dinner meetings of the chapter have been sched- 
uled for the third Tuesday of each month in the Pine Room 
of the Y. W. C. A. 

St. Louis, Missouri—At the October meeting of Forest 
Park Chapter the guest speaker was Miss Clara Fischer of the 
Hower Letter Writing Improvement Service. Miss Fischer 
gave an interesting lecture on letter writing, followed by an 
open discussion of individual problems in letter writing. 

Ann Hoettger, former vice-president of ‘7 . ws and 
co-author of N. S. A.’s official song, OUR N A., has 
entered the House of the Good Shepherd. Ssethy N. S. A. 
member who has been inspired by her song wishes her happi- 
ness in her new life. 

Colorado Springs, Colorado—Pike’s Peak Chapter, Colo- 
rado’s third chapter of N. S. A., was installed October 29 by 
Registrar Jean Ward. 

Officers of this new chapter are: Betty Evans, president; 
Roberta Logan, vice-president; Lola Evers, corresponding sec 
retary; Mary Jane Eichman, recording secretary; Theresa M. 
Caneva, treasurer. 





Ww 


OFFICERS OF ORNITH CHAPTER 
AUSTIN, TEXAS 


Left to right: Vivian Todd, vice-president; Marie Morris, re- 
cording secretary; Joyce Gustafson, president; Berneice Swan- 
son, corresponding secretary; and Eunice Goodwin, treasurer. 


Ww 





Memphis, Tennessee—Grinning pumpkins looked on as 
two thousand servicemen far from home were entertained by 
General Forrest Chapter at the USO on October 29. It was 
one of the largest parties ever held at the USO. Fifteen hun- 
dred prizes were awarded. The two thousand servicemen were 
served at the Snack Bar, laden with sandwiches, doughnuts, 
cakes, and urns of steaming hot coffee. 

Rowena Betz was party chairman, assisted by a large com- 
mittee. Willa Vance, retiring president, received the guests. 
As a climax, the boys in uniform serenaded their hostesses by 
singing “I Love You Truly.” 

Denver, Co!orado—Evergreen Chapter, with the assist- 
ance of resident registrar, Florence Crawford, and national 
registrar, Jean Ward, has recently added eleven new members 
to its roster. 

At the November dinner meeting of the chapter, colored 
moving pictures of winter sports in Colorado were shown. 

Minneapolis, Minneso1a—Gopher Chapter has instituted 
a custom all U. S. A. chapters ought to emulate. ‘The chapter 
has reserved a room for every Wednesday noon at the colorful 
Covered Wagon, where members may have lunch together in 
privacy. 

Vhe October membership campaign of the chapter began 
with a lovely reception in the Little Room Around the Corner 
at the Curtis Hotel on October 18. Registrar Susette Ruban 
planned it. Betty Johnson entertained at the piano and led the 
group in singing OUR N. S. A. 

Evelyn Fauske was hostess to fifteen new members and ten 
old members at her apartment on October 27. 

Wichita Falls, Texas—Guest speaker at Nu-Sak-An Chap- 
ter’s November dinner meeting, in observance of the first anni- 
versary of the chapter, was Registrar Jean Chastain. Several 
new members were added to the chapter during Jean’s visit. 

Omaha, Nebraska—A hike and a wiener roast were en- 
joyed by members of Ak-Sar-Ben Chapter at the Fontenelle 
Forest Reserve on Sunday afternoon, October 22. 

At the October dinner meeting of the chapter at the Paxton 
Hotel distribution was made of the new roster and the first 
issue of SCRIBBLINGS, the chapter’s new bulletin. 

St. Louis, M‘ssouri—Light hearts, light heels, and merry 
tunes, in short describe the atmosphere prevailing at Missouri 
Chapter’s entertainment of 60 coast guardsmen recently at the 
DeSoto Hotel. 

Missouri Chapter’s newest war project has been recruiting 
members for the Women’s Marine Corps Reserve at the Fox 
‘Theatre. 

Louisville, Kentucky—At the November meeting of Louis- 
ville Chapter every member except two attended. Seven vis- 
itors were present. The occasion was an informal talk by a 
nationally known hairdresser, who spoke on good grooming in 
the office. 

Wichita, Kansas—The POW-WOW, official bulletin of 
Minisa Chapter, is developing into one of ‘the most “newsy” 
newssheets among N. S. A.’s many chapters. National Head- 
quarters salutes its editor, Mar‘orie Miller, and its ‘reporters, 
Mary Alice Gleason, Phyllis Thompson, and Maxine Witt. 






































THE LETTER CLINIC 


Conducted by Atins E. Hower 






STAR OPENINGS 


Bright, sparkling, pleasing, to the point! 

That's the kind of opening that has been 
compared to a star. 

A “star” letter opening once, it is said, made 
a President of the United States! 

In 1912, when the Democratic National Con- 
vention was held in Baltimore, there were four 
candidates for the nomination. William Jennings 
Bryan, a powerful political figure of the time, 
had, beforehand, asked them for their views on 
the issues of the day. 


As the balloting proceeded, Champ Clark of 
Missouri, to whom Mr. Bryan was opposed, had 
so many votes that it looked as though he would 
receive the nomination on the very next ballot. 
At this point Mr. Bryan threw his support to the 
dark horse, Woodrow Wilson. From then on 
Clark lost, Wilson steadily gained, received the 
nomination, and later became President. 


Gained His Support 


Here is Mr. Wilson’s answer to Mr. Bryan’s 
inquiry. It gained him Mr. Bryan’s support at 
the crucial moment: 

You are quite right. Before hearing of your message, 
I clearly stated my position. The Baltimore Convention 
is to be a convention of Progressives, of men who are 
progressive in principle and by conviction. It must, if 
it is not to be in a wrong light before the country, ex- 
press its conviction in its organization and in its choice 
of the men who are to speak for it. 

You are to be a member of the convention and are 
entirely within your rights in doing everything within 
your power to es that result about. 

No one will doubt where your sympathies lie and you 
will, I am sure, find my friends in the convention acting 
upon clear conviction and always in the interest of the 
people’s cause. I am happy in the confidence that they 
need no suggestions from me. 

Mr. Wilson put the heart of his message in the 
first four words! 

Suppose he had started his answer to Mr. 
Bryan, “This will acknowledge receipt of ~ 
esteemed inquiry of the 17th instant, in which 
you asked for the views of the candidates on the 
issues of the day, I wish to state that in my opin- 
ion, you are quite right,” Mr. Bryan, a very busy 
man, might not even have read the magic words, 
“you are quite right.” Certainly they would not 
have struck him with the force that they did in 
the very opening of Mr. Wilson’s message. 

. There are two kinds of star openings—big idea 
and leading-in. 

The big idea opening is illustrated in Wilson’s 
message to Bryan. It uses a variation of the head- 





line of the newspaper. From the mass of material 
before him, the letter writer selects the one big 
idea and, provided it is pleasing, puts it into the 
opening six or ten words. This method increases 
the likelihood of success of the letter. It fre- 
quently cuts the length from 5 to 95 per cent! 


Here is an example from a fine large organiza- 
tion that is working hard to improve its outgoing 
correspondence. 

Faulty Opening 

We have your letter of November 26 regarding your 
Order No. 906 for covers, given Mr. Smith on Novem- 
ber 13 and find that this order is scheduled to go into 
our machines at the end of this week. This is the earliest 
opportunity to handle. 

We are not sure that we will get them all processed 
by Tuesday morning, but we should get at least a part 
of the order completed by that time. 

Allowing them the necessary time to dry we should be 
able to ship by Wednesday, December 16. 

We note that you have about a week’s supply from 
November 26, the date of your letter. We hope you will 
be able to make your present supply stretch a little fur- 
ther than vou now anticipate, and we will do every- 
thing possible to hurry at least part shipment to you. 


Where is the big idea? Hiding in the third 
paragraph! Put that idea first, and we have the 
following letter. 

Big-Idea Opening 

At least part of the covers on your order No. 906, 
given to Mr. Smith, will be sent next Wednesday, De- 
cember 16. 

We are doing everything we can to rush a supply to 


you before you run out. You can count on our doing 
our best. 


Here are some examples of big-idea openings: 


Your account will receive credit for $24.88 for the 10 
bundles of 12 pound square bags that you did not 
receive. 

Certainly, I will give you all the help I can. 

Your upholstery material was shipped September 26 
and you should have it by now. 

You can’t imagine how pleased we were to see your 
sales report this week. 

We agree with you about the drayage situation. 

We are glad to quote as follows in answer to your 
welcome inquiry. 

I’m personally going to see, Roy, that you are sup- 
plied with samples of from 50 to 75 sheets today sure. 

As requested in your letter of the 29th, we shall be 
only too glad to change the f. o. b. terms on Mr. Smith’s 
order for Morton Coal Company from Chicago to Mor- 
ton, Illinois. 

Could you please send us a check for $15.75 by 
Friday? 

You are correct with reference to. .. . 

Nice work in regaining this account, Jerry; that was 
a swell job. 





Aline E. Hower, nationally known Letter Counselor of the HOWER LETTER IMPROVE- 
MENT SERVICE, is the author of the interesting series of twenty-six articles on Letter Writing 






which recently appeared in the Christian Science Monitor, to whom credit is given for reproduction 
of the article above. Miss Hower, who has recently been appointed Letter Writing Counselor 
for N. S. A., will be glad to answer free of charge any N. S. A. member’s questions pertaining to 
letter writing. Merely address your questions to her at 6321 Natural Bridge Road, St. Louis 20, 


Missouri. 











PERSONALITY DEVELOPMENT 


‘ORDERLINESS 


by H. Rosiyson SupHerp, Px.D., Lrrr.D. 


Is your desk tidy? Is your day tidy? 

Orderly arrangement, that is, has to do with 
both space and time. So far as your materials and 
your time are under your control, do you keep 
them well-ordered and well-arranged? (Of course 
if your employer hands you an armful of work at 
4:30, you can’t help yourself; but even then, if 
you had a chance to suspect that he might, you 
may have been able to prepare for it, or maneuver 
or manipulate the matter somewhat. That’s what 
your imagination is for!) 

You don’t expect anyone, probably, to see or 
ask about your bureau drawers at home; but you 
know about them. And they may tell the real 
story about you—for they are just as you want 
them. If you let them fill up as “glory-holes,” or 
mouse-nests, that must be what you like. But 
do you? 

The director of a $35,000,000 relief campaign 
in a great city had a table-desk with one small 
drawer. No paper ever stayed on top of the desk; 
and no more than two or three in the drawer. 
Extreme, of course. We've all known lots of the 
other kind, who “file” everything in heaps on top 
of the desk. The golden mean is of course be- 
tween those extremes. What a headache a desk 
or a file is when it gets to be a dump-heap! What 
a joy it is when you can go swiftly and confi- 
dently to that file or that desk and put your hand 
at once on the article you want! 

But that joy doesn’t come by accident or wish- 
ing; only by careful, logical planning. First, a 
systematic, logical arrangement —as carefully 
thought out as the arrangement of the keys on 
your typewriter: objects most needed kept where 
they can be most easily reached, and all objects 
in a logically-related order. Next, like your type- 
writer keys, the same objects always found in the 
same places—so that a comfortable habit can save 
you special thinking and searching. It is easier 
at the moment to drop a tool where you stop 
using it; but that casualness is full of grief. A 
Long Island farmer used to sow his premises with 
expensive tools—used once, dropped, forgotten; so 
that when you walked through his unkempt yard 
you were constantly stumbling on rusted, lost 
tools. A certain prosperous garage has wall-space 
for every tool, and the profile of each one painted 
in black: every tool not in use is habitually in 
place. No precious time is lost in that shop look- 
ing for tools. 

This fine orderliness in space is even more 
valuable in time: for time is the very stuff of life. 
Skillful, foresighted planning of your time to fit 
your tasks, made into a habit, makes your work 


a joy to you, to your fellow-workers, and to your 
employer. 

You can be very sure that this two-fold orderli- 
ness will go a long way toward making you in- 
valuable. 

1. Find This Trait in Words. A fine group of 
words can be gathered around this idea of order- 
liness. You will find it easy and stimulating to 
add to this starting-list : 
order, orderly system, systematic 
neat, neatness tidy, tidiness 
Pea Pan tualiy lity _‘Telable, reliability 
regular, regularity well-arranged 
method, methodical planned 
meticulous careful 
painstaking scrupulous 
symmetry, symmetrical classified 
organized harmony, harmonious 

2. Sentence-Building. There’s almost no en 
to the interesting statements you can write out, 
with these words and the others you will collect, 
about orderly living. 

“There’s a harmonious pattern about her ac- 
tions that is like good music.” 

“You can set your watch by him.” 

“Planned work gets the right start toward 
being good work.” 

3. Read “Self-Cultivation in English.” This 
famous little classic by George Herbert Palmer is 
as fine a specimen of timing and order and ar- 
rangement as you'll meet in a long summer's day. 
Look it up; and work it over until its skill gets 
thoroughly hold of you. It will become a perma- 
nent delight. 

4. Your Other Reading. You've probably never 
associated sonnets with the telephone directory; 
but they're sisters under the skin. Each is a 
product of careful, meticulous, painstaking order- 
liness and planned arrangement. If you haven't 
looked into the sonnet forms lately, do it—to test 
this statement; and then refresh your soul by re- 
reading some of the great ones by Shakespeare, 
Milton, Keats, Wordsworth. And did you ever 
index a book? Take a half-hour some day soon 
to study the index of the Britannica. 

5. Better Your Letters. All letters are regular- 
ized to a greater degree than most other writing; 
but study out ways of still more skilled arrange- 
ment of the body of your letters: in appealing, 
arresting start, effective build-up, and sure-fire 
climax. If you have several ideas to develop, 
high-light them with numbered sub-heads. Let- 
ters get the poorest reading that is done in Amer- 
ica; you’ve got to find ways of stirring the care- 
less, slovenly reader to keen interest and attention 
—in spite of himself. 


Order Is Heaven’s First Law. 


—Alexander Pope 








